
       CITY OF BLUE LAKE 

                                                                                                           
Post Office Box 458,     111 Greenwood Road,        Blue Lake, CA  95525 
Phone 707.668.5655                                    Fax 707.668.5916 

 

REQUEST FOR PUBLIC RECORDS 

 
 

Name/Company: ____________________________________ Date:      
 
Address:              
 
Phone:       E-Mail:         
 

Records Sought: 
List the requested records.  Be as specific as possible.  City staff will assist you in identifying 
responsive records by, where appropriate, describing relevant City information technology, the 
location of the records, and providing suggestions for avoiding practical obstacles to records 
access. City staff may request clarifying information that could help identify the records sought.  
Within ten (10) days of receipt of a request, City staff will determine whether the request seeks 
non-exempt records or part of records in the City’s possession and inform the requester.  In some 
circumstances, the City may have up to an additional fourteen (14) days to make its 
determination and, in those circumstances, will provide notice to the requester.  The City will 
inform requesters of the time and date when non-exempt records or parts of records will be made 
available. (California Government Code sections 6253, 6253.1) 
              

              

              

              
 
Copies Requested? Y/N  
 
The City may require payment of the direct cost of duplication or of the applicable statutory fee 
before providing copies of City records.  The direct cost of duplication of most City records is 
$0.15 per page.  City staff can provide copy charges that apply to other media.  Requests to ship 
copies may be subject to payment of shipping costs. (California Government Code section 6253, 

81008) 
-----------------------------------------------------Staff Only---------------------------------------------------- 
Number of Copies made @ $0.15 per page    
Shipping Costs (if applicable)   
Total Due:    
Notes:               

              
 
Executed on:       Initials:    
 

N:\Blue Lake - April's File\Public Records Request\Public Records Request Form 



City of Blue Lake 
Policy and Conditions 

Regarding Public Access to Public Records 
 
In general, City files and records are public records and can be inspected upon request by a 
member of the public during normal office hours.  
 
Under enumerated provisions of the California Public Records Act ("CPRA") certain public 
records may be exempt from disclosure. Public records which are determined by this Department 
to be exempt from disclosure will not be made available for public inspection, unless the City 
Attorney has determined otherwise.  
 
The following procedures shall be implemented by each Department to review and process 
requests for public records:  

 
1. All persons seeking to review records may submit a request either orally or in writing. City 
staff may suggest that the requester complete the City public records act request form. However, 
the requester is not required to complete the form in order to inspect public records.  
 
2. All non-exempt public records responsive to a request will be made available for inspection 
during normal business hours.  
 
3. A person may inspect the non-exempt public records at a time and in a place that will not 
disrupt from the City's day-to-day operations. 
 
4. All inspections of non-exempt public records must be made in a City office and in the 

presence of a City employee.  
 
5. The original copy of the non-exempt public record must not leave the designated Department 
office. However, upon payment of the direct cost of duplication, the City may duplicate a copy of 
the record for the requester.  
 
6. All persons reviewing non-exempt public records must be advised that the records must not be 
removed from any file, destroyed, damaged, written on, marked, or changed in any way.  
 
7. All persons requesting public records shall be notified of the City's duplication fee: $0.15 per 
page.  
 

8. Duplication of an official building plan will not be produced by the City until the City receives 
written permission to do so from (i) the licensed professional who prepared the plans(s) and (ii) 
the building owner.  
 
9. The City must respond to a request within ten (10) days from receipt. The City may extend the 
response time for an additional fourteen (14) days under limited circumstances. In the event the 
City seeks to extend the response time, the appropriate City Department should contact the City 
Attorney immediately. 


